
         Vendor Registration  
Help Desk: (855) 800-5046       Quick Reference Guide 

 

Help Desk: (855) 800-5046        Help Desk: (855) 800-5046       Help Desk: (855) 800-5046    

Beginning the Registration Process 
 

In order to receive notifications about bid opportunities or to be issued purchase orders (POs) through ePro, vendors must 
be registered within the system. Vendors register themselves by accessing the ePro login screen and selecting Register. 
 

Providing General Information 
 
When you click on Register, a pop-up window will appear. Enter your company’s Federal Tax Identification Number and 
name, or your Social Security number and name. If your tax ID is already registered, you will be notified that you cannot 
complete the registration process. If you are a foreign vendor, call the Help Desk (see number above) for assistance. 
 

 
If your tax ID is new to the system, a Register screen will appear. In the Company Information section, supply your 
company’s official address and contact information. Note that the Vendor Legal Name field must match the name registered 
with the Internal Revenue Service for your federal tax ID number. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

In the Administrative User Information section, provide the information for an administrative user for your organization in 
the system. This user will be designated as the “Seller Administrator” and will be responsible for updating organizational 
information and adding new users.  
 
Note: The Login ID and Password must be 5-20 characters long, containing at least one letter, and one number and must 
be unique in the system. A duplicate Login ID will result in an error screen. The initial password is temporary and will need 
to be changed the first time you log in. At this time, a login question and answer must be provided – this will enable your 
administrator to access the Forgot Password link in case of a forgotten password.  
 



         Vendor Registration  
Help Desk: (855) 800-5046       Quick Reference Guide 

 

Help Desk: (855) 800-5046        Help Desk: (855) 800-5046       Help Desk: (855) 800-5046    

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Once complete, you may select to Add Another Address (Remit-to, Bid, etc.) or to Continue Registration. 
 

 
 

If you add  
addresses, you 
may elect to 
designate 
default PO, Bid, 
and Remit 
addresses. 
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Selecting Your Terms, Categories and Certifications 
 
As you continue the registration process, you will be taken to the Terms Tab, which offers the County’s standard options. 

 
Save & Continue to go to the Categories and Certifications screen. Here you are asked to designate your status for 
various categories and certifications requested by the County.  
 

 
 
After you have completed this screen, click Save & Continue Registration at the bottom of the screen. 
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Registering for Commodity Codes 
 
The last step in the registration process is to select the commodities and services that you provide. The commodity codes 
you select will be used to determine which notifications you will receive regarding bid opportunities available for your 
product or services.  
 
The Commodity and Service Codes screen allows you to search for the National Institute of Governmental Purchasing 
(NIGP) Codes that correspond with what you offer. You can peruse general categories of commodities and services, or 
search by keyword. Click Save and Add to list additional commodity codes. Once you have selected all the codes that 
match what you provide, select Save and Continue Registration. 
 

 
 

 
What happens next? 
 
Thank you for completing the self-registration process with the County of San Bernardino ePro electronic procurement 
system.  A message will be sent to the email address you provided within the Company Information to confirm that your 
registration is complete. If your registration is not complete at this point, you will receive an email with information about 
how to return to ePro to complete the process. 


